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While  there  are  some  people  who  pride  themselves  on  never  taking 
a  vacation,  most  workers  realize  that  everyone  needs  a  rest.  Even 
those  with  energy  to  burn  can  profit  from  the  real  purpose  of  a 
vacation:  a  change  of  pace,  a  break  in  the  routine.  A  vacation  gives 
you  renewed  vigor;  time  to  do  things  you  can't  do  the  rest  of  the 
year;  a  chance  to  meet  new  people  and/or  spend  more  time  with 
your  family,  see  new  places,  and  learn  other  customs;  and  something 
to  look  forward  to,  and  back  upon,  with  pleasure. 

Vacations  are  supposed  to  be  carefree,  and  yours  can  be,  if  you 
take  care  of  all  the  loose  ends  before  you  go.  Then  you  can  relax 
and  enjoy  your  vacation — and  so  can  those  you  leave  behind. 

To  avoid  a  hectic  last  day  at  work,  many  women  start  their  prepara¬ 
tions  weeks  in  advance.  It  helps,  of  course,  to  schedule  your  vaca¬ 
tion  during  the  slackest  period.  This  eliminates  having  a  mountain 
of  work  pile  up  in  your  absence  or  working  under  undue  pressure 
beforehand. 


One  woman  makes  a  list  of  projects  that  must  be  done  before  she 
leaves  and  spends  every  spare  moment  on  this  work.  Another 
works  the  Saturday  preceding  the  last  week  before  her  vacation. 
"It's  worth  it,  because  I  can  do  much  more  when  I'm  alone  and 
the  telephone  isn't  ringing  constantly." 

To  help  you  take  off  without  worrying  about  work,  here  are  some 
reminders  for  leaving  the  office  and  your  boss  in  good  shape: 
(1)  Keep  your  work  current  so  that  a  vacation  will  not  throw  your 
schedule  off  completely;  (2)  Do  as  much  of  the  work  as  possible  in 
advance;  (3)  Ask  a  reliable  person  to  handle  your  follow-up  system; 
(4)  Leave  a  job  description  and  outline  of  procedures  with  your 
substitute  or  on  top  of  your  desk;  (5)  Type  a  short  explanation  of 
your  filing  setup  so  people  can  find  needed  papers;  (6)  Brief  your 
pinch-hitter  and  encourage  her  to  ask  guestions;  (7)  Let  your  boss 
know  where  you  can  be  reached  in  an  emergency;  (8)  Notify  the 
proper  people  as  to  when  you  will  return  to  the  office. 

Bon  voyage! 


(or  thereabouts) 
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When  one  stops  leammg,  he  has  begi 


Office  Woman  of  the  Month — 

Operation  Bootstrap 

From  working  in  a  shoe 
factory  to  being  in  charge 
of  the  membership  depart¬ 
ment  of  the  Automobile 
Club  of  Southern  Ohio  in 
Portsmouth,  Ohio,  is  the 
saga  of  Mrs.  Aileen  Mapes. 
Determination  was  the 
password  that  opened  the 
door  to  the  business  world. 

Born  in  Portsmouth, 
Aileen  was  graduated  from 
Portsmouth  High  School  in 
1945.  Two  months  later, 
she  began  making  shoes 
in  a  factory,  where  she  worked  for  14  years.  Aileen 
liked  her  work,  supervisors,  and  co-workers.  She 
disliked  "the  constant  bickering  that  naturally  goes 
with  that  type  of  work"  and  the  swing  shift.  For 
2  weeks,  she  would  work  from  5:50  a.m.  to  2:20  p.m. 
Then  she  would  work  from  2:30  p.m.  to  11:00  p.m. 
for  2  weeks. 

Aileen  decided  to  go  to  business  college  and  pre¬ 
pare  for  an  office  job.  In  September  1957,  she  went 
to  see  the  president  of  Portsmouth  Interstate,  who 
pointed  out  that  other  people  on  the  swing  shift  had 
given  up  in  a  month  or  so,  because  of  the  strenuous 
pace.  But  he  set  up  a  schedule  for  her:  from  9:00  a.m. 
to  1:45  p.m.  for  5  days  a  week  for  2  weeks  and  from 
6:00  p.m.  to  9:30  p.m.  twice  a  week  for  2  weeks.  She 
enrolled  a  month  after  the  term  had  started,  but 
caught  up  and  received  her  certificate  with  her 
classmates. 

Originally,  she  intended  to  take  just  enough  typing 
and  shorthand  to  gualify  for  an  office  job.  She  enjoyed 
going  to  school  again,  so  she  enrolled  in  the  9-month, 
daytime  Stenographic  Course.  After  its  completion, 
Aileen  began  the  Secretarial  Course.  She  held  an 
"A"  average,  though  she  got  only  3  or  4  hours' 
sleep  at  night. 

'T  decided  the  more  I  learned  and  the  better 
prepared  I  was,  the  better  my  chances  would  be  in 
the  business  world."  She  switched  to  the  Executive 
Secretarial  Course,  a  2 -year  daytime  course.  Aileen 
studied  everything  from  business  math,  law,  and 
office  machines  to  human  relations,  salesmanship, 
and  speedwriting  shorthand,  reaching  140  words  a 
minute. 

Several  times  toward  the  end,  when  she  started  to 
give  up,  she  said,  'T'd  think  about  having  to  work 
in  the  factory,  and  that  was  all  I  needed  to  spur  me 
on."  She  received  her  diploma  in  August  1959  with 
two  extra  credits. 


Aileen  was  interviewed  on  a  Sunday,  went  to  work 
for  the  auto  club  on  February  29,  1960.  Her  job  in¬ 
volves  many  details  concerning  the  club's  10,000 
members — records,  statements,  letters,  memos,  and 
salesmen's  commission  cards.  She  also  does  the  daily 
deposit;  checks  and  orders  supplies;  handles  "booster" 
contest  awards;  cuts  address  stencils  and  runs  enve¬ 
lopes  for  other  departments.  At  least  an  hour  a  day 
is  spent  relieving  others  for  their  lunch  periods. 
During  this  time,  Aileen  handles  membership  pay¬ 
ments,  issues  drivers'  licenses  and  permits,  new  and 
transfer  licenses  for  automobiles. 

After  hours,  Aileen  enjoys  tennis,  badminton, 
camping,  sewing,  baking,  canasta,  reading,  and  pho¬ 
tography.  Skating  and  bowling,  however,  have  given 
way  to  her  newest  hobby,  entering  contests.  At  busi¬ 
ness  college,  she  won  a  turkey  raffle,  "Name  the 
Paper"  contest,  the  Salesmanship  class  project,  and 
a  "Secretary  of  the  Week"  contest  held  during 
Secretaries  Week  one  year. 

In  December  1958,  she  was  initiated  into  the  Alpha 
Iota  Sorority,  an  honorary,  international  sorority 
affiliated  with  the  college.  She  was  sorority  news 
editor  for  the  college  paper  and  won  two  candy-  i 
selling  projects  and  two  catalog-merchandise  sales 
projects  sponsored  by  her  chapter.  Aileen  was  chap¬ 
lain,  social  secretary,  and  delegate  to  the  sorority's 
International  Conclave  in  March  1959.  At  an  Inter¬ 
national  Conclave  in  Los  Angeles  later  that  year, 
she  placed  second  in  the  "Ideal  Business  Girl"  con¬ 
test.  Now,  she  is  recording  secretary  for  her  chapter 
and  served  as  its  delegate  to  the  State  Conclave  in 
Dayton,  Ohio,  last  month. 

It's  easy  to  understand  why  Aileen' s  14-year-old  son 
thinks  "it's  guite  something"  that  Mom  went  back 
to  school. 

There’s  One  in  Every  Office 
Gum-Chewing  Gussie 

Gussie  is  a  good  kid,  but  she  chews  gum  as  fast 
as  she  works.  Whenever  you  look  at  her — and  you 
try  not  to — she  is  chomping  away.  This  is  an  un¬ 
appealing  sight,  and  the  sound  effects  are  far  from 
musical.  Blissfully  ignorant  of  one  of  the  basic  rules 
of  office  etiguette — or  just  ignoring  it — Gussie  chews 
gum  all  day.  Co-workers  don't  appreciate  her  imita¬ 
tion  of  a  cow,  especially  if  she's  in  a  high-level  posi¬ 
tion  or  in  a  high-traffic  area.  Her  fancy  jaw  work 
confuses  beginners;  they  remember  the  gum  chewers 
in  school  who  had  to  put  their  gum  on  their  noses 
and  stand  in  the  corner. 

Gussie  feels  that  chewing  gum  settles  her  nerves 
and  her  stomach;  it  has  just  the  opposite  effect  on 
those  around  her.  She  doubles  their  displeasure  by 
cracking  her  gum.  The  sound  bothers  her  co-workers 
as  much  as  fingernails  scratching  on  a  blackboard. 
Her  prowess  with  bubble  gum  is  legendary,  but  some¬ 
day,  her  associates  hope,  Gussie' s  bubble  will  burst. 


his  decline  toward  retirement.  -Tifuuam  s. 


How  to  Get  the  Most  Out  of 
Your  Cosmetics  Dollar 


By  Marjorie  E.  Hicks 

Do  you  spend  an  hour  applying  your  makeup  be- 
for  coming  to  work — or  do  you  dab  on  lipstick  and 
a  dusting  of  powder  before  dashing  to  catch  the  bus? 
Most  likely,  you  will  fall  somewhere  betv/een  these 
two  extremes,  but  whether  you  consider  makeup  all- 
important  or  a  casual  accessory,  you  want  to  get  the 
most  out  of  the  money  you  spend  on  cosmetics. 

To  get  full  value  from  your  beauty  aids,  you  should 
first  consider  your  objective.  What  effect  are  you 
striving  for?  The  way  you  apply  lipstick,  the  type  of 
makeup  you  use,  the  absence  or  use  of  eye  makeup, 
all  make  a  difference  in  the  overall  effect.  Therefore, 
all  your  cosmetics  should  be  purchased  with  the 
desired  end  result  in  mind. 


Lipstick  probably  is  the  most  commonly  used  cos¬ 
metic  item.  We  wear  lipstick  to  the  office,  the  beach, 
and  the  formal  dance  alike.  As  your  brightest  color 
accent,  lipstick  should  be  chosen  carefully  as  to  effect 
and  harmony.  For  instance,  if  you  are  a  fair-skinned 
blonde  striving  for  a  delicate,  pastel  effect,  you 
should  not  choose  a  bright  red  or  orange  lipstick,  but 
a  softer  shade — perhaps  one  of  the  new  pastels.  You 
may  need  at  least  two  or  three  shades  of  lipstick  to 
harmonize  with  your  wardrobe.  Pick  a  brand  that 


FROM  NINE  TO  FIVE  By  Jo  Fischer 


“It's  a  good  thing  we  have  so  for  to  go  or  we’d 
get  to  work  looking  like  a  mess." 


does  not  irritate  your  skin  and  which  offers  shades 
that  suit  you  best.  Some  of  the  more  expensive  brands 
are  available  in  refillable  tubes.  Refills  are  much  less 
expensive  than  the  originals,  and  you  can  keep  the 
case  new-looking  by  coating  it  with  colorless  nail 
polish  before  the  finish  has  a  chance  to  become 
marred. 

V/ith  lipstick,  a  lipstick  brush  is  your  most  useful 
tool.  You  can  achieve  a  cleaner,  prettier  line  with  a 
brush,  and  you  can  use  the  lipstick  down  to  the 
bottom  of  the  case. 

Makeup — liguid,  cream,  or  pancake — should  be 
used  lightly  for  daytime  wear,  and  should  be  of  a 
shade  that  is  closest  to  your  natural  coloring.  If  you 
use  pressed  powder,  you  can  save  by  buying  refills 
for  the  original  compact. 

Perhaps  not  every  woman  can  look  beautiful,  but 
every  woman  can  smell  beautiful.  The  right  fragrance 
lends  the  finishing  touch,  for  it  adds  the  second  di¬ 
mension  of  scent  to  the  visual  effect.  Fragrance  should 
be  of  good  guality,  but  it  need  not  cost  a  fortune.  You 
can  use  less  expensive  forms,  such  as  colognes,  toilet 
waters,  and  sachets,  instead  of  perfume.  Also,  it  is 
wise  to  buy  fragrances  in  small  guantities,  for  they 
are  subject  to  deterioration  by  heat,  light,  and 
evaporation. 

Don't  pass  up  the  fun  of  experimenting  v/ith  cos¬ 
metics.  A  change  of  makeup  can  give  you  as  gay  a 
lift  as  a  new  hat,  but  experiment  wisely.  Think  before 
you  buy.  Don't  waste  money  on  impulse  purchases 
that  will  go  into  the  wastebasket  after  one  use.  When 
in  doubt,  take  advantage  of  small-size  bottles  and 
packages. 

The  best  guide  to  getting  the  most  for  your  money 
in  cosmetics,  as  in  other  things,  is  your  common 
sense.  This,  with  a  little  experimenting  and  flexibility, 
will  help  you  attain  the  effect  you  want,  even  on  a 
budget. 

Wanted :  Super-Duper  Bloopers 

Several  readers  have  suggested  a  Bulletin  contest 
on  office  women's  most  embarrassing  moments  and 
have  submitted  tales  of  their  mishaps.  Do  you  have 
an  unforgettable  moment  that  seemed  tragic,  but  now 
can  be  looked  back  upon  and  laughed  at? 

If  so,  why  not  enter  the  contest,  “My  super-duper 
business  blooper''?  Entries  should  be  250  words  or 
less,  typewritten  and  double  spaced.  Please  include 
your  nam.e,  position,  company  name  and  address. 
Winning  letters  will  be  published  anonymously,  if 
you  wish.  Deadline  is  August  1,  1961.  Send  your  entry 
to  the  editor  at  the  address  on  the  back  page. 

The  winner  will  receive  a  “From  Nine  to  Five''  pin, 
and  every  entrant  will  get  a  Dartnell  booklet. 


Every-Other-Month  Club 

After  reading  the  letter,  "Collectioned  to  Death,"  I 
thought  your  readers  might  like  to  hear  about  our 
system.  This  might  save  their  money  and  tempers. 

Our  department  has  from  55  to  70  people.  We  ask 
three  people  each  year  to  serve  as  our  Floral  and 
Gift  Committee,  assigning  one-third  of  the  employees 
to  each  one.  Every  other  month,  we  collect  50  cents 
per  person  for  the  general  fund. 

We  have  set  limits  to  $5  for  a  baby  gift,  $10  for  a 
floral  or  memorial  tribute  in  the  event  of  death,  $5  in 
case  of  sickness,  and  $1  or  $2  for  a  sick  child.  De¬ 
termining  when  a  gift  for  the  sick  is  to  be  given 
depends  on  the  individual  case. 

The  only  people  covered  in  this  plan  are  em¬ 
ployees,  their  spouses,  and  children;  and  parents,  in 
the  event  of  death.  Everyone  is  so  relieved  at  not 
having  the  hat  passed  around  continually,  that  they 
give  their  50  cents  every  two  months  quite  cheerfully. 
This  has  also  eliminated  any  personal  clashes  that 
might  result  from  collecting  for  specific  individuals. 

At  the  end  of  the  year,  each  committee  member 
must  secure  his  replacement  and  explain  the  "ground 
rules"  to  him.  Last  year,  we  spent  more  than  $168 
on  gifts  and  flowers. — Betty  Silcox 

When  a  Slip  Should  Show 


Mention  of  this  might  correct  this  ugly  practice, 
and  I'm  sure  many  fine,  decent  people  would  be 
most  appreciative. — G.  B. 

Your  Time  Is  Not  Our  Time 

Re  the  "Daylight  Saving  Time"  chart  in  the  May  15 
issue,  this  is  to  advise  you  that  Fargo,  North  Dakota, 
is  not  on  summer  daylight  time.  The  State  Legislature 
passed  a  law  last  year  whereby  no  city  in  North 
Dakota  would  go  on  summer  daylight  time. — Joyce 
M.  Froelich 

Thanks  for  setting  us  straight. 

"Brighten  the  Corner  ..." 

In  our  large,  15-girl  office,  we  have  been  asked  to 
keep  our  desks  spotless  both  during  and  after  working 
hours.  This  also  means  no  knickknacks,  etc.,  and  no 
pictures  on  any  of  the  white  walls  that  surround  us. 
Only  a  few  flowers  find  their  way  in  during  the 
summer.  Are  there  any  ways  to  brighten  up  our 
office  in  all  seasons,  painlessly? — P.  K. 

You're  talking  to  a  gal  whose  secret  ambition  is  to 
paint  her  clothes  tree  in  red  and  white  stripes,  like 
a  barber  pole.  It's  normal  for  office  women  to  want 
to  spruce  up  their  bailiwick  and  make  it  distinctive. 
However,  many  companies  want  the  offices  to  appear 
uniform  and  businesslike.  In  these  days,  when  even 
paper  towels  come  in  pastel  colors,  there's  no  need 
for  an  office  to  be  drab. 


The  article,  "Miss  Fit  of  1961,"  omitted  the  most 
serious  and  most  offensive  prevailing  custom.  Namely, 
so  many  of  the  young  office  women  do  not  wear  full 
slips.  When  they  bend  down  or  lean  over  to  file,  etc., 
the  ugly  expanse  of  flesh  between  blouses  or  jackets 
and  their  skirts — as  much  as  10  inches — shows. 

What  kind  of  underwear  do  these  girls  wear?  A 
full  slip  should  be  worn,  not  a  half  slip.  This  is  a  most 
repulsive,  unladylike  sight.  While  some  of  the  boys 
think  it  is  nice,  something  should  be  included  in  your 
bulletin.  This  is  a  horrible  situation,  much  worse  than 
the  bare  legs,  which  are  already  much  in  evidence 
around  New  York. 


The  trick  is  to  strike  a  happy  medium.  You  can 
"brighten  the  corner  where  you  are"  with  functional 
desk  accessories  that  are  decorative  as  well.  Exam¬ 
ples;  a  pretty  desk  calendar,  a  colorful  pencil  holder, 
a  fancy  letter-opener,  a  ballpoint  pen  and  stand  that 
look  like  a  flower  on  a  pedestal.  Do-it-yourself  ideas 
include  taping  a  pretty  picture  on  your  copyholder 
or  desk  slide,  covering  the  books  on  top  of  your  desk 
with  fancy  paper  or  leatherette  covers.  If  you  have  a 
clothes  tree  in  your  space,  wear  a  flowered  hat  and 
perch  it  on  top  during  the  day.  Any  of  these  things 
will  give  you  the  needed  lift  and  still  be  "legal." 


Sincerely  yours. 


Marilyn  French,  editor 
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